STATE OF CALIFORNIA CALIFORNIA BAY-DELTA AUTHORITY

JOB DESCRIPTION AND POSITION CLASSIFICATION
CBDA 525 (3-Page) (Rev. 11/05)

CLASSIFICATION POSITION NUMBER MCR RPA #
Office Technician (Typing) 534-003-1139-904 | 003-RA
APPOINTEE DIVISION/SECTION
Vacant Resources Agency/CALFED Bay-Delta Program
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
04
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[] Supervisory [] Lead Person Colleen Kirtlan Staff Services Manager Il (Supv)
APPROVED BY (Personnel Analyst's Name) DATE
Lillian Castro 7/11/07

ALL EMPLOYEES ARE EXPECTED TO WORK COOPERATIVELY WITH OTHERS; MAINTAIN REGULAR, CONSISTENT, PREDICTABLE
ATTENDANCE; POSSESS INTEGRITY, INITIATIVE, DEPENDABILITY, AND GOOD JUDGMENT.

POSITION SUMMARY

Briefly (1-3 sentences) describe the main purpose and function of the position, including the organizational setting:
Under the general supervision of the Staff Services Manager Il and the lead of the Associate Governmental Program Analyst and Staff

Services Analyst in the CALFED Human Resources Office, the Office Technician regularly performs a variety of difficult duties and is
expected to consistently exercise a high degree of initiative, originality, good judgment, and independence in performing assigned tasks.

DESCRIPTION OF DUTIES

Percent of Indicate the duties of the position and the percentage of time spent on each. Group related tasks under the same percentage.
Time Percentages should be in increments of 5% with the highest percentage first. Identify essential functions with an (E) and marginal
(E) and (M) | functions with an (M) in the percentage column. “Other duties as required” cannot be used as a task statement.

40% (E) | As CALFED Attendance Clerk, audits monthly staff timesheets to ensure work hours and leave usage are
posted correctly; investigates and resolves problems and/or discrepancies involving leave balances, work
hours, overtime hours, including Alternate Work Week Schedules, by utilizing a variety of resources and
methods such as researching historical files, creating spreadsheets, or contacting the appropriate
departmental Personnel Transactions Specialist. Tracks timesheet submittals and follows up to ensure
that all timesheets are submitted and approved by the deadlines established by the respective
departmental Personnel Offices. Prepares and deploys electronic timesheets to new employees and
trains them on recording hours worked, leave usage, and Alternate Work Week Schedules, if applicable.
Maintains all related attendance files. Creates electronic probationary report forms and forwards to
supervisor and tracks receipt; tracks PI/PT hours for probation/range change dates.

20% (E) | Photocopies incoming applications filed in response to vacancy recruitment efforts; creates applicant data
spreadsheet and enters information from applications and resumes on spreadsheet; coordinates and
schedules interviews; prepares interview packets for panel members and receptionist; checks in
candidates and administers any pre-interview exercise; types response letters to unsuccessful
applicants/candidates; prepares history files when selection process is completed.

SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
Colleen Kirtlan >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
Vacant >
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STATE OF CALIFORNIA

CALIFORNIA BAY-DELTA AUTHORITY

JOB DESCRIPTION AND POSITION CLASSIFICATION
CBDA 525 (3-Page) (Rev. 11/05)

CLASSIFICATION
Office Techn

RPA #
003-RA

MCR
|

POSITION NUMBER
534-003-1139-904

ician (Typing)

APPOINTEE
Vacant

DIVISION/SECTION
Resources Agency/CALFED Bay-Delta Program

Percent of
Time
(E) and (M)

Indicate the duties of the position and the percentage of time spent on each. Group related tasks under the same percentage.
Percentages should be in increments of 5% with the highest percentage first. Identify essential functions with an (E) and marginal
functions with an (M) in the percentage column. “Other duties as required” cannot be used as a task statement.

15% (E)

10% (E)

10% (E)

5% (M)

Responds to routine employee inquiries at the Human Resources Reception Counter; posts job vacancy
and exam bulletins and other announcements. Creates and maintains human resources files including
employee files, training files, RPA files, etc. Maintains employee emergency notification binder. Prepares
material for delivery to the various HR offices. Assists with preparation and mailing of Annual Statements
of Economic Interests (Form 700) to employees and consultants. Assists Human Resources Analysts with
special projects as needed.

As CALFED Training Coordinator, reviews incoming Training Request forms for completeness; completes
on-line enrollment or paper training registration forms and forwards to training vendor; determines payment
method and requests purchase requisition or cash-in-advance for registration fees; follows up with
employee to ensure training was completed and enters data into training database; tracks training
completion dates for mandated supervisory and Sexual Harassment Prevention training; creates and
maintains training video library listing.

As back-up to the CALFED receptionist, receives and screens telephone calls from a wide variety of
sources; utilizes appropriate and effective communication with callers, answers a variety of inquiries
relative to the program and provides information to the public and other governmental employees,
requiring a general knowledge of the CALFED program; and identifies and refers callers to appropriate
CALFED staff or outside resources. Greets and assists a variety of visitors including government officials,
stakeholder representatives, and the public, and notifies staff of their arrival.

Provides back-up clerical support and assistance to Director’s/Chief Deputy Director’'s Assistants and other
Executive Assistants and provides clerical support to Administrative Services Division staff when needed.
Tasks may require using a personal computer to type, edit, and format a variety of documents including
but not limited to correspondence, contracts, spreadsheets, scientific reports and related documentation,
statistical charts, graphs, and tables; proofreading and checking to ensure documents are consistent with
departmental and office standards; and photocopying and assembling various projects.

DESIRABLE ATTRIBUTES, EXPERIENCE, AND QUALIFICATIONS:

Knowledge, Skills, and Abilities:

* Proficiency with Microsoft Office programs such as Word, Excel, and Internet Explorer

» Knowledge of modern office methods, supplies, and equipment

« Ability to proofread and edit typewritten documents accurately using correct vocabulary, spelling,
grammar, and punctuation; make arithmetical calculations; communicate effectively, both orally and in
writing; read, interpret, and follow office policies and procedures
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STATE OF CALIFORNIA CALIFORNIA BAY-DELTA AUTHORITY

JOB DESCRIPTION AND POSITION CLASSIFICATION
CBDA 525 (3-Page) (Rev. 11/05)

CLASSIFICATION POSITION NUMBER MCR RPA #
Office Technician (Typing) 534-003-1139-904 | 003-RA
APPOINTEE DIVISION/SECTION
Vacant Resources Agency/CALFED Bay-Delta Program
Percent of Indicate the duties of the position and the percentage of time spent on each. Group related tasks under the same percentage.
Time Percentages should be in increments of 5% with the highest percentage first. Identify essential functions with an (E) and marginal
(E) and (M) | functions with an (M) in the percentage column. “Other duties as required” cannot be used as a task statement.

Special Personal Characteristics:

+ Ability to learn quickly; act promptly while exercising sound judgment; exercise initiative and originality;
and pay attention to detail

» Good work habits, including punctuality, neatness, and dependability

« Strong customer service skills

* Positive team attitude, courtesy, open-mindedness, flexibility, and tact

« Strong organizational skills

 Willingness and ability to accept increasing responsibility and demonstrate capacity for development

Interpersonal Skills:
* Ability to work well independently and as a team
* Interact with various levels of staff and the public in a professional and courteous manner

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES

* Appropriate attire for professional office environment

+ Ability to sit in a normal seated position for extended periods of time

+ Ability to manage multiple tasks and priorities effectively, meet deadlines, and adapt to changing
priorities; remain calm during stressful situations; meet short processing timelines when necessary; handle
varying and sometimes large workload volumes

PERSONAL CONTACTS

CALFED staff; staff at various levels from other entities including federal, state, local government
agencies; delivery personnel, and the public.

SUPERVISION RECEIVED

The incumbent works under the general supervision of the Chief of Human Resources and Program
Support Services (SSM II).

ADDITIONAL REQUIREMENTS

Possession of valid typing certificate for 40 wpm.
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	Managment BU: 
	Superivisory BU: 
	Confidential BU: 
	Rank & File BU: 04
	Supervisor's Classification: Staff Services Manager II (Supv)
	Classification: Office Technician (Typing)
	Position Number: 534-003-1139-904
	MCR: I
	RPA#: 003-RA
	Appointee: Vacant
	Division/Section: Resources Agency/CALFED Bay-Delta Program
	Supervisor: Colleen Kirtlan
	Personnel Analyst Name: Lillian Castro
	Date: 7/11/07
	Position Summary: Under the general supervision of the Staff Services Manager II and the lead of the Associate Governmental Program Analyst and Staff Services Analyst in the CALFED Human Resources Office, the Office Technician regularly performs a variety of difficult duties and is expected to consistently exercise a high degree of initiative, originality, good judgment, and independence in performing assigned tasks.
	BU: Yes
	Percent: 40% (E)










20% (E)
	Activity 1: As CALFED Attendance Clerk, audits monthly staff timesheets to ensure work hours and leave usage are posted correctly; investigates and resolves problems and/or discrepancies involving leave balances, work hours, overtime hours, including Alternate Work Week Schedules, by utilizing a variety of resources and methods such as researching historical files, creating spreadsheets, or contacting the appropriate departmental Personnel Transactions Specialist.  Tracks timesheet submittals and follows up to ensure that all timesheets are submitted and approved by the deadlines established by the respective departmental Personnel Offices.  Prepares and deploys electronic timesheets to new employees and trains them on recording hours worked, leave usage, and Alternate Work Week Schedules, if applicable.  Maintains all related attendance files.  Creates electronic probationary report forms and forwards to supervisor and tracks receipt; tracks PI/PT hours for probation/range change dates.

Photocopies incoming applications filed in response to vacancy recruitment efforts; creates applicant data spreadsheet and enters information from applications and resumes on spreadsheet; coordinates and schedules interviews; prepares interview packets for panel members and receptionist; checks in candidates and administers any pre-interview exercise; types response letters to unsuccessful applicants/candidates; prepares history files when selection process is completed.
	Percentage 2: 15% (E)






10% (E)






10% (E)






5% (M)
	Activity 2: Responds to routine employee inquiries at the Human Resources Reception Counter; posts job vacancy and exam bulletins and other announcements.  Creates and maintains human resources files including employee files, training files, RPA files, etc.  Maintains employee emergency notification binder.  Prepares material for delivery to the various HR offices.  Assists with preparation and mailing of Annual Statements of Economic Interests (Form 700) to employees and consultants.  Assists Human Resources Analysts with special projects as needed.

As CALFED Training Coordinator, reviews incoming Training Request forms for completeness; completes on-line enrollment or paper training registration forms and forwards to training vendor; determines payment method and requests purchase requisition or cash-in-advance for registration fees; follows up with employee to ensure training was completed and enters data into training database; tracks training completion dates for mandated supervisory and Sexual Harassment Prevention training; creates and maintains training video library listing. 

As back-up to the CALFED receptionist, receives and screens telephone calls from a wide variety of sources; utilizes appropriate and effective communication with callers, answers a variety of inquiries relative to the program and provides information to the public and other governmental employees, requiring a general knowledge of the CALFED program; and identifies and refers callers to appropriate CALFED staff or outside resources.  Greets and assists a variety of visitors including government officials, stakeholder representatives, and the public, and notifies staff of their arrival.  

Provides back-up clerical support and assistance to Director’s/Chief Deputy Director’s Assistants and other Executive Assistants and provides clerical support to Administrative Services Division staff when needed.  Tasks may require using a personal computer to type, edit, and format a variety of documents including but not limited to correspondence, contracts, spreadsheets, scientific reports and related documentation, statistical charts, graphs, and tables; proofreading and checking to ensure documents are consistent with departmental and office standards; and photocopying and assembling various projects.

DESIRABLE ATTRIBUTES, EXPERIENCE, AND QUALIFICATIONS:

Knowledge, Skills, and Abilities:
• Proficiency with Microsoft Office programs such as Word, Excel, and Internet Explorer
• Knowledge of modern office methods, supplies, and equipment 
• Ability to proofread and edit typewritten documents accurately using correct vocabulary, spelling, grammar, and punctuation; make arithmetical calculations; communicate effectively, both orally and in writing; read, interpret, and follow office policies and procedures



	Activity 3: Special Personal Characteristics:
• Ability to learn quickly; act promptly while exercising sound judgment; exercise initiative and originality; and pay attention to detail
• Good work habits, including punctuality, neatness, and dependability 
• Strong customer service skills
• Positive team attitude, courtesy, open-mindedness, flexibility, and tact
• Strong organizational skills
• Willingness and ability to accept increasing responsibility and demonstrate capacity for development

Interpersonal Skills:
• Ability to work well independently and as a team
• Interact with various levels of staff and the public in a professional and courteous manner  

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES

• Appropriate attire for professional office environment
• Ability to sit in a normal seated position for extended periods of time
• Ability to manage multiple tasks and priorities effectively, meet deadlines, and adapt to changing priorities; remain calm during stressful situations; meet short processing timelines when necessary; handle varying and sometimes large workload volumes

PERSONAL CONTACTS

CALFED staff; staff at various levels from other entities including federal, state, local government agencies; delivery personnel, and the public. 

SUPERVISION RECEIVED 

The incumbent works under the general supervision of the Chief of Human Resources and Program Support Services (SSM II).

ADDITIONAL REQUIREMENTS

Possession of valid typing certificate for 40 wpm.





	Percentage 3: 


